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MEMCRANL UM FOR  Deputy Directors, Assistent Directors sud Office
Chiefs

SUBJSYCTs wmmdmmwuwmuuw

25X1A 1. Refersnce CIi Mo-uith Attachment.

2. It in believed that evexryone in ﬂa Agenuy dan omtritute

mmmuﬁwamu bo above subjeot.
gmummmumw me
and equipment per perscn without handl I ey way the
produstive effort. The program ocan of anly if all perscenal
e to believe in and practiod the principles brought

to thair tlon.

3. It is requested that you agkist &t this time with the

smouncezent and initial phase of Frogren ty relaying the
following informations

(1) The sy has been in existence long emough %o
of Adnind stratl M Mumin
ve
tmu, ters, ete. Future . mibo
goared to rinimm conslstent with good bhousekesping
practices.

(2 Requests for nov nodel typewriters snd office
mmmwmmmmwmm
anodels that are still servicshis.

aﬁnummmummuw

oy detarmines neosssity.

(3) Requisitions for typewriters snd office spplience
mwmammmum
dmﬂhﬂiﬂ“ﬂ, IR TSR and eatie
mﬂdpmweofuﬁnuﬁwetthonmum.
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(1) Administrative Officers will he conteoted Ly
Building Supply Offiocers to schedule and participste in
condusting s desh snd offioe chieck to vetum exvoss
supplies and equipment to supply chamels.

{(5) "Class A* Furniture, Pe: Sets, Brief Cases,
ommimmmmmmm
Imamzmmmmmwmmﬁmﬁm,
and records will be maintainsd hy Supply Officers
to ineurs compliisnce with existing reg ons.

(6) Standardization of oommon use ltens will be the
objeotive vherever poesible. Requests for speciel type
items or bLrand nawes will be vestricted ¥ the rdnimm
assentisl to succeasful scoomplishment «F asaigned missions.

{7) Bdlding Stock Rooms were sot established to P11l
ta of overseas installstifins or projects. Require
ments of this type will be subuitéed on requisitions to
Supply Division, Procurenent end Supply (Office for necessary

action.
b. Jo ALl Parsonuial.
1) "Cost ¥ ghoald be the uppermost thought

of all esployees in sation of supplics andfor equipment.

() sministrasive supplies are for your use in the
performance of your duties.

(3) Hhm supplies,

{4) A desk ond office oheck to return excess supplies
wnd equipsént to supply chennels, will be comducted in the
noar future by your mm&u Officars, in conjunction
with Duflding All employees sre requested
to cogpermte fully Wi pwamludwmthiaﬂmum.

(5) wmwmmmmutmﬂﬁmw
Sypplics and “quipment affects all of us as

tanpayers,
wm,mmmbemummutmmm,
88 we are in the nensgewant of ocur individusl households.
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